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adapt a single method of procedure to two radically different types of footnotes:

aentioned would greatly simplify the work of the typists, particularly if manu-

On the attached samples, the footnotes are single spsced, even though double L

samusceript and the source cards have been edited, and all item numbers have been
~hecked. Thus the source list need bg typed only once. y

aecurity risk since both epply to manuscripts only.

E 7. REFER SUGSESTION voW

REASONS FOR RECOMMENDAT JON .

In order. to. ‘guide  the -Incentive Awsrds Committee ln ukln; finsl determination, en’ nmlylh of the -nll p-ted'
iirat year's savings and/or other benefits should be shown here, If applicable, indicate and expisin bcl:w“yro-’
posed 5:’-po|1tion of savings as (1) silotment ssvings, (1) incressed sutput st seme cost or (3) application. of
resources saved to some other necessary activity. If suggestion contains intangible value, such ssimorsle,
safety, etc., - please indicate the -extent of the ares which you think the ‘suggestion will affect, L5
medinte area, office-wide, Agoency-wide, Attach additional sheet if morespace is noodcd

The author of the -u'g\gution for the handling of ‘footnotes has sttempted to-:

{a) explamatory or textusl, end (b) numbered or bibliographical. The D/GG edftors
thoroughly endorse his recommendation as far as textual footnotes in draft menu-
scripts are concerned. The insertion of footnotes at the point vhere they are

acripts are submitted to them in longhand. Since all editors are sccustomed to :
this procedure, it would present no editorial problems. OG/R, however, recommends .
that textual footnotes in a manuscript be double spaced to allov room for editing.

apacing is optional according to the recommendation.

Type (b) is not & true footnote but a cross between a footnote and & bibliog-
+aphy. reference. The insertion of the source references at sappropriate places in
the text vwould not eliminate the need for renumbering nor provide space for addi-
tional references. Actually the procedure would edd an additionml step -- the
introduction of sources into the text only to be removed leter.. For D/GG this would
mean considerable additional work for either the editor or the amalyst. In D/GG
wanuscripts, the source-reference mmbers tre nov inserted in the manuscript Just
=g they are to appeear in the final report. A typed source reference appendix,
aowever, 1s not submitted to editing with the manuscript. Instesd, each source
sentioned 1s listed on a seperste 5" x 8" card, which bears the same number as
ithat appearing in the text. For the suthor this method hes the advantage of
~omplete flexibility. New cards can be added or 0ld ones removed at will; cards
~an be switched arcund to suit any needed reorganiszation of the msnuscript; and,
if the mmbering in the text is changed, the cards are renumbered accordingly. The
=ditor also finds it much simpler to edit citations on cards than citations squeezed
in betveen lines of text. The source reference appendix is not typed until both the

Keither the recommended procedure nor theat followed by GG/R involves esny
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